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Because education itself is a business, starting an 
independent school is much like starting a private business* This 
guide, designed to provide a sound basis for plannin^j, implementing, 
and evaluating an independent school, focuses on various objectives, 
tasks, and other operational concerns that are essential a.n the 
initial planning process. Specifically, various strategies, a^j well 
as space for a time table and the names of t)ie persons responsible 
f r completing the tasks, are included within this document for the 
areas of governance, personnel, facilities, recruitment, finance, 
course of study, evaluation, parents, and accreditation* An 
assessment of the use of this guide in the development of rhe V»v» 
Reid Elementary School, the only independent African-American 
elementary school in South Carolina, showed that this instrument was 
a very successful tool, (KM) 
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INTRODUCTION 



Education Is a business. Thus, starting an independent school is much like 
starting a private business. "Management by Objectives: A Guide for Starting 
An Independent School," was designed to provide a sound basis for planning. 
Implementing and evaluating an Independent school. 

The Management by Oblectives Plan of Action focuses on various objectives, 
tasks, and other operational concerns that are essential In the initial planning 
process. Additionally, the plan Includes strategies, time tables, and persons 
responsible for completing the tasku. The MBO Plan of Action will enable you to 
do the following: (a) define where you are; (b) describe where you are going; 
(c) help you to manage your resources more effectively and (d) alert you to 
impending trouble within a defined time period. 

An assessment of this MBO Plan of Action used in the development of V. V. 
Reid Elementary School showed that it was a very successful instrument. V. V. 
Reid Elementary School Is the only independent African-American Elementary 
School In South Carolina. The school Is sponsored by Reid Chapel African 
Methodist Episcopal Church. The district officials are: (a) The Retired Reverend 
Frederick C. James, Presiding Bishop; (b) The Reverend Dr. Willie J. Jefferson, 
Presiding Elder; and (c) The Reverend James R. Glover, Pastor. V. V. Reid Elemen- 
tary School Is located in Columbia, South Carolina. 



ERIC 



6 



7 



MB® IPILAM @F ^©TOOIM 
Martha Jaan Adams Hoggins, Ed.D., Consultant 



Objective - Talk to be Conpleted 



This isctioa deals with the overall or- 
p ntart o n , adndnimadon and msnagc- 
moot of sdiooL 

(iQYcrninffft 

1. Retain an attoney 



2. Engage an aocountan^booidDeeper 



3. Establish a Board of l^stees 
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PHASE i 



Partially 
Cowpiettd 



Task Status 
(Pleaic Check y/ ) 



Task 
Completed 



Strategies 



• Select attorney 

• File articles of Incorpoia- 
tion with the Secittaiy of 
State, SC Independent 
Schools Association and 
S. C. State Depaitnsent of 
Education. 

• Hire accountant and/or 
bookkeeper. 

• Set up recoid and filing 
system. 

• Determine bo!ud member- 
ship 

• Identify rules and function 
of board 

• Elect officers (President. 
Vice President, Secretary, 
etc.) 



Persond) Tinc- 
Reipoulble table 



Martha Jean Adams Heggins, Ed.D., Consultant 



PHASE I 



Objective - Task to bw Completed 



3 . Establish a Board of Trustees (cont) 
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Task Status 
(Please Check ^ ) 



Partially 
Completed 



Task 
Completed 



Strategies 



• Identify conunittees: 

executive committee 
finance committee 
buildings and grounds 
committee 

education committee 
development committee, 
etc. 

• Establish School Policies 
Recommcndntion ! 



Select Board of Trustees 
based on particular skill, 
knowledge, and contribu- 
tions die individuals can 
bring to die school such 
as: 

attorneys, bankers, edu- 
cators, politicians, busi- 
ness persons, physicians, 
ministers, etc. 



Person(8) Time- 
Retponslble table 
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Martha Jean Ads^ms Hegglns, Ed.D., Consultant 



PHASE 1 



Objective - Tuk to be Completed 



4. Refine Statement of Purpose - 
Philosophy 

5. Finalize Administrative Organiza- 
tion 



Peraonngf 

6. Appoint a director 

a. Develop job description for 
director 



b. Advertise for director 



c. Review qualifications of ap- 
plicants 



ERIC 



d. Interview selected applicants 



Task Status 
(Pletse Check ) 



Partially 
Completed 



Task 
Completed 



Strategies 



• Write Statement of Pur- 
pose - Philosophy 

• Design administrative 
structure 



• Establish guidelines for di- 
rector 



• Review guideline and fi- 



gu 

nalize job description for 
director 

• Identify places and other 
resources for advertise- 
ment 

• Organize committee and 
establish criteria for evalu- 
ating applicants 

• Interview applicants 



Peraond) 
Rcspoulbic 



Time- 
table 
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Martha Jean Adams Hoggins, Ed.D., Consultant 



PHASE i 



Objective • Tai^: to be Conpleted 



e. Fvcpaie contract for the director 



7. Hire teachers, aides and identify 
other essential personnel (full time, 
part time and potential volunteers) 
for die program 



Physical Fucilittes 

8. Designate completion date for fdcil 
ity 
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Task Status 
(Pleue Check >/ ) 



Partially 
Completed 



Task 
Completed 



Strategies 



Design contract(s) for di- 
rector and otiier personnel 

Review personnel needs 
and make recommenda- 
tions to tiie director 

Rgcommendfltions : 

That you strive to ol>tain a 
three year coRmutmeni 
from die director (renewa- 
ble annually) 

That the directcM* be an "ex 
officio" member of die 
board 

That the director interview 
and select die instructional 
staff 



Obtain completion date 
from architect 



Person(B) 
Reiponiible 
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Martha Jean Adams Heogins, Ed.D., Consultant 



PHASE I 



Objective • Taik to be Conpleted 



9. Review adequacy of equipment 
budget 



10. Review adequacy of supply budget 



11. Order supplies and equipment 



12. Assess transportation operational 
needs and system 

1 3. Plan on-site visit for purpose of ob- 
servations 
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Task Status 
(Pletse Check ^ ) 



Partially 
Completed 



Task 
Completed 



Strategies 



• Assess equipment budget 
based on establish^ 
guidelines for indoor and 
outdoor equipment for K-3 
levels (20 children in a 
class) 

• Assess supply budget 
based on established 
guidelines for supplies for 
K-3 levels (20 children in 
a class) 

• Prepare purchase orders 
for supplies and equipment 

• Review transportadonal 
needs and system 

• Visit the following 
schools: 

• Fort Jackson (K-3) 

• North Springs or 
Nonhwood Elementary 

• Georgetown School 
District 



Penoa(i) 
RcipoBiible 



Tioe- 
table 
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Martha Jean Adams Heggins, Ed.D., Consultant 



PHASE I 



Objective - Tuk to be Completed 



13. Plan on-site visits (cont.) 



Rtfiruitmgnt 

14. Develop and Implement a Maiket- 
ing and Recruitment plan for im- 
age, staff and students 
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Task Status 
(Please Check >/) 



Partially 
Completed 



Task 
Completed 



Strategies 



Others 



Recnminendatinn : 

Ask Mr. Larry K. Watt to 
assist in identifying a 
sc hool and malong ar- 
rangements for visit to an 
independent school 



Hire marketing consultant 
Design brochures, fliers, 
newsletters, etc. 
Design application forms 
for students 

Establish selection criteria 
for students 

Interview parents and stu- 
dents 

Select students 



Pcnon(i) 
RetpoBslblc 



Martha Jein Adams Hegglns, Ed.D., Consultant 



Objective - Task to be Completed 



14. Recruitment (cent.) 



15. Development and Implement a Pub- 
lic Relation Plan 



£ilUl|l£fi 

16. Organize a Fund-Raising Plan 
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PHASE 1 



Task Status 
(PIctsc Check ^ ) 



Partially 
Completed 



Task 
Completed 



Strategies 



Recommgndatinns; 

That the director and an 
Interview Committee in- 
terview and accept or re- 
ject prospective students 



• Use every opportunity 
available to get the word" 
out in die local communi- 
ty, newspapers, televi- 
sion stations, radio sta- 
tions and other media 

• Take advantage of all Pub- 
lic Service Announce- 
ment opportunities 

• Establish an on-going 
Public Relations Conunit- 
tee 



Establish an on-going 
Fund-Raising Committee 



PerfOB(s) 
Rcapoulble 



Time* 
table 
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Martha Jean Adams Heggins, Ed.D., Consultant 



Objective • Tuk to lie Completed 



16. Finance (cont.) 



r!our«i» of Study 

17. Identify and/or develop the Course 
ofStudy/CuiTicula 



PHASE I 
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Task Status 
(Pleuc Check ^ ) 



Partially 
Completed 



Task 
Completed 



8 



Strategies 



Explore Alternative Re- 
sources - Funding for the 
school such as: 



voucher initiative 

gifts 

alumni 

parents 

friends 

denominational (AME 
Headquarters) support 
low cost loans 
endowments 
fund-raising activities 



The course of study will 
be developed in accor- 
dance with the South 
Carolina Independent 
School Association Basic 
Minimum Requirements 
and with the Basic Educa- 
tion Code prepared for 
Elementary Education by 
the Soudi Carolina State 



Person(a) 
RcipoBilble 



Martha Jean Adams Hoggins, Ed.D., Consultant 



PHASE I 



Objective • Tuk to be Conpieted 



17. Course of Study (cent.) 
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Task Status 
(Pleue Check ^) 



Partially 
Completed 



Task 
Completed 



Strategies 



Department of Education 

• The curricula will be de- 
signed in four phases: 

(a) Selection of general 
aims, goals and/or 
objectives 

(b) Statement of rationale 
for each content or 
subject matter area 

(c) Identification of 
skills, metiiods, 
techniques, strate- 
gies, curriculum and 
organizational ap- 
proaches 

(d) Evaluation 

• Organize an on-going cur 
riculum committee (includ- 
ing parent representation) 
director, teachers, adviso- 
ry board member and con- 
sultant 



PenoB(f) 
ReipoBflble 



Time- 
table 
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Martha Jean Adams Heggins, Ed.D., Consultant 



PHASE I 



Objective • Talk to be CAmpleted 



17. Course of Study (cont.) 



Task Status 
(PIMM Check ^ ) 



Partially 
Completed 
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Task 
Completed 
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Strategies 



• The Soutli Carolina State 
Adopted Textbook List 
will be available and uti- 
lized whenever possible 

• The suggested learning ar- 
eas of the curricula are: 

Reading*Language Arts* 
Writing*Mathematics*Sci- 
ence*Environniental 
Studies 

Social Snidies*BlackHis- 
tory*Political Awareness 

Health and Physical Edu- 
cation 

Moral Education 
•Character and Personal 
Development 

Aesthetic Av^areness 
Art«Dance*Museum« 



Penon(s) 
RcspOBiiblc 



Time- 
table 
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Martha Jaan Adamt Hegfllns. Ed.D., Consultant 



PHASE I 



17. Coune of Study (cent.) 
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Martha Jean Adams Hoggins, Ed.D., Consultant 



PHASE I 



ObjNtlve - TMk to be v^ampleted 



17. Course of Study (cent.) 



30 



ERIC 



Task Status 
(Please Check V ) 



Partially 
Completed 



Task 
Completed 



12 



Strategies 



• If possible, the school 
should work in conjunc- 
tion with the Teacher Edu- 
cation Ptogram at Allen 
University or another insti- 
tution in the community 

• Upon recommendadon of 
the director, the Board 
shall approve all textbooks 
and other teaching materi- 
als utilized in the school 

• Music lessons and other 
enrichment lessons may be 
made available to the stu- 
dents as desired 

• Payment for these lessons 
shall be as agreed upon by 
the teacher providing the 
lessons 

• Part time teachers, retired 
teach>?rs or private individ- 
uals may be contracted to 



Perfon(s) Tine- 
ReipoBiibie table 
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Martha Jean Adama Hoggins, Ed.D., Consultant 



PHASE I 



Objective - Talk to l>e Completed 



17. Course of Study (cent.) 



Evfllufttion 

18. Develop Procedures for Assess- 
ment and Evaluation 
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Task Status 
(Pleiie Check }/ ) 



Partl&lly 
Completed 



Task 
Completed 



13 



Strategies 



provide enrichment les- 
sons 

The school should provide 
the space for the enrich- 
ment lessons 

Others: 



Design an Evaluation 
Component 

Select instruments for as- 
sessment 

Establish timeline for as- 
sessment during the year 
Identify personnel and/or 
Lire individuals to assist 
ith the administration. 



PenoBd) 
ReepOBilblc 



Tine- 
Uble 
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Martha Jeiin Adams Heggins, Ed.D., Consultant 



PHASE I 



Objective - Tuk to l»c Completed 



Task Status 
(Ptcssc Check y/ ) 



Strategies 



PerM»(s) 
RapoBsiblc 



Hve- 
table 



Partially 
Completed 



Task 
Completed 



18. Evaluation (cont.) 



analysis, and interpreta- 
tion of test and test data 
(as needed) 

• Others 



Recnmingndfltinns! 

That the Assessment and 
Evaluation Model for V. V. 
Reid Elementaiy School in 
elude the following compo- 
nents in the evaluation 
planning: 

1. That children be in- 
volved in their evalua- 
tion process and main- 
tenance of their records 

2. Teachers' Records 

3. The Director's Records 

4. The Overall School 
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Proiile or School 
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Martha Jean Adams Hoggins, Ed.D., Consultant 



PHASE 1 



Objective - Tails to be Completed 



18. Evaluation (cont.) 



Pargntfi 

19. dganize a Parent Group 



Tasli Status 
(PIcisc Check >/ ) 



Partially 
Completed 



Tasic 
Completed 
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Strategies 



Record Folder 
Others 



Develop a handbook for 
parents and identify other 
strategies for parent in- 
volvenient (such as room 
nx)thers, sharing specific 
sicills, talents, travel, ex- 
periences, etc.) 



PenoB(i) Time- 
ReipoBiible table 
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Martha Jean Adams Heggins, Ed.D., Consultant 



PHASE I 



Objective - Task to be Completed 



Afitreditilion 

20, UtttizB the guidelines of the Nation- 
al Attodation of Independent 
Schools in planning and imple- 
menting the piQgiam (whenever 
poirible) 

21. Rvaliifltlnn and Qthftr Forma 

Identify and design essential evalu- 
ation and otiier school forms 
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Task status 
(Pletu Check ^) 



Partially 
Completed 



Task 
Completed 



16 




• Review tile guidelines for 
National Acoeditation 



• Design the following 
forms: 

• Application Fdrni 

• Pre- Admission Healtii 
History Form 

• Healdt Notification to 
Parents 

• Waiver of Responsibil- 
ity 

• Emergency Card 

• Teacher Evaluation 

• Personnel Contracts 

Otiiers 



Penond) 
RetpoMlble 



Martha Jaan Adams Hoggins, Ed.D., Consultant 



PHASE I 



Partiilly 
Completed 



Task Status 
(Pleuc Check ^ ) 



Task 
Completed 
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Strategies 



Plan topics, suggest con- 
sultants, and identify time 
line for pre-ser\ice and in- 
service training 



Pcnond) Tine- 
RcipoBflble table 
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